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References, Safer Recruitment and Professional Practices -
Academic Staff

These procedures are set out in this Manual for guidance only and do not form part of
your contract of employment.

The guiding principle within the independent sector (and most certainly within HMC) with
regard to the references for staff and new appointments is that the process is managed in
such a way that there is the minimum disruption to the teaching of the children in our
care. As a result the protocol is, typically, as follows:

e Members of the teaching staff ask the Head to act as their principal
reference/referee.

e Foracademic posts the second reference would normally be the Head of
Department or a line manager in a previous job.

e Ifathird reference is requested this is often a previous employer or individual who
will act as a character reference.

e During this process staff can clarify and can be reminded of their contractual
obligation to give at least one term of notice.

The Safer Recruitment procedures adopted by all good schools require the current Head to
confirm whether or not an individual teacher is deemed to be a fit person to work in an
unsupervised setting with children. Such an undertaking cannot be given on behalf of the
school by anyone other than the Head as there may be confidential issues that have not
been shared with colleagues. This means that if the Head is not given as a reference this
may cast a shadow over the applicant or it will result in the school calling the Head for
this essential information anyway. Also it is increasingly part of the recruitment
procedure in schools that they speak with the Head prior to making an appointment to
confirm what has been sent to the school is in fact valid and accurate.

If a member of staff is moving from one HMC school to another, giving any less than the
appropriate notice may be considered an act of “poaching” and a breach of our Code of
Practice. This means that if any colleagues act as referees without the knowledge or
consent of the Head they are potentially bringing the school into disrepute for
encouraging staff to break their contracts. HMC is understandably strong on this matter;
if such breaches become commonplace then a notice period will become meaningless
and it would not be possible to maintain consistent, high quality teaching for the children
at our schools.

The HMC Code of Practice (Section 5) states the following:

e Contact with other schools should normally be made at Head to Head level
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e Members operate in a competitive environment. Fair competition is encouraged.
Schools should adopt a fair and professional attitude towards their colleagues and
try to ensure good relations within the limits of fair competition.

Heads of Department and their staff should adhere to the highest standards of
professional practices in this area and keep within the HMC Code of Practice. Should staff
within Departments discuss applications to new posts, Heads of Department should
remind them that that they will need to give a term of notice and that best practice is to
put the Head as the principal reference.
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